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E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  DISPOSE OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  WILL C O N T I N U E  TO A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  
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e f b c t i o n  of the of f ice  i n  which th i s  record se r i e s  is  created? 

Law Enforcement captains a t  t he  reg iona l  and d i s t r i c t  o f f i c e s  supervise groups o f  
rangers engaged i n  en fo rc ing  s t a t e  hunt ing  and f i s h i n g  laws i n  an assigned area o f  
t he  s ta te .  
and f i sh  v i o l a t i o n s ;  superv is ing  the  t r a i n i n g  of new rangers assigned t o  the  area; 
submi t t ing  weekly r e p o r t s  o f  a c t i v i t i e s  o f  rangers, d i s t r i c t  v i o l a t i o n s ,  and v e h i c l e  
mi lage repor ts ;  and in fo rming  the  p u b l i c  o f  t h e  var ious a c t i v i t i e s  o f  t he  Department. 

Dut ies inc lude:  a s s i s t i n g  rangers w i t h  d i f f i c u l t  i n v e s t i g a t i o n s  o f  game 

r 
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m i l e  contains the  following document9 (include form numbers and t i t l e s ,  i f  any, 
and f i l e  arrangement). 

Documents r e l a t i n g  t o :  
Regional and D i s t r i c t  o f f  1 ces . 
Included are:  see at tached sheets. 

F i l e  i s  arranged: by +%z+:  yc-?:  i' -= '_ .  a l p h a b e t i c a l l y  by subject .  

the admin i s t ra t i on  and operat ion o f  Game and F ish  Law Enforcement 

ATTACH SAMPLES OF T H E  FILE 

c . \ .  
?or.: A1-$0-11 . .  . .  
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[ 1 [ X I  

[ 1 [ X I  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  informatioa requi r ing  secu r i ty  handling? [ 1 [ X I  

17.  Does t h e  s e r i e s  i n i t i a t e ,  amend or terminate  agency po l i c i e s  and procedures? [ 1 [ X I  

-__ QUESTIONNAIRE r1 .C .  an *.. i n  t h e  propel r o ~ u . n  I (  .n.rer I .  -l(rs." pi...e - ~ I . I D  

13. Is t h i s  t h e  Record Copy of t h e  series? ,i [ 1 [ X I  
I f  

(Record copy o f  t h i s  sd r ies  i s  re ta ined  in A t l a n t a  o f f i c e s  f o r  ac t i on )  
1 4 .  Is t h e r e  a dupl ica t ion  of  t h i s  series i n  another o f f i c e  o r  agency? , 

1 5 .  Is the  information contained ip  t h i s  s e r i e s  ever s F a r i z e d  or  published? 
Attach copy of s m a r y  o r  publ ica t ion .  

i' 

18. Could the  

19. Is t h e  series 

function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

[ 1 [ X I  

[ X I  [ 1 

[ 1 [ X I  

( o r  major por t ion  of i t) regular ly  microfilmed? If yes ,  why? 

20. Does t h e  record ser ies . tprovide da ta  as .. input  t o  an EDP f i le?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP  printout^? 
. l l l i  
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22. Has t h e  Federal Government i ssued  ins t ruc t ions  goveqing  t h e  retention/dispo- 
s i t i o n  of t hese  f i les? 

. [ ] [XI 

23. W i l l  t h e r e  be a need f o r  these  records 10, 15 years  from now? If  yes ,  what? [ 1 [XI - -. ------_ .- 

24. REQUIREMENTS. The following requires  the f i l e s  t o  be kept years  : . . .- 
a. [ ]STATE b .  [ ISTATWE OF c. [ ]AUDIT d .  []FEDERAL e .  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 

LAW ' LIMIT AT I O N  PEkIOD ' J A W  DECISION VALUE 
(Cite Law, Statute ,  or other reason fo r  the retention requirement) 

see at tached sheets. 

- _I__ .. 
25. AGENCY RECOMMNDATIONS. This agency recommends t h a t  the  f i l e  s e r i e s  be cut  of f  at the end 

of each -[]CALENDAR YEAR -[]FISCAL Y E P  -[]OTHER ~~ ,then : 

3 Hold i n  t h e  current  f i l es  a rea  ' m o n t h ( s ) / y e a r ( s ) :  
.] Transfer  t o  [ ] S t a t e  Records Center [ ] Local Holding Area; hold- y e a r ( s ) :  
1 Destroy. 
3 Transfer  t o  S ta t e  Archives f o r  permanent re ten t ion .  
] Destroy immediately after cut-off.  
] Other: (Specify)  - ~ 

~ ~~~ - ~. .. . ~ -~ ~ - ~. . ~. ..~ . ~ .  .~ -- - _I - 

see at tached sheets 

(Indicate b r i e f l y  r a t i o n a h  for recornendations above/or write add i t iona l  remarks) : 



_-_ ~ - -  .~__ . ----.~--- .--_I- 

< 

c pepariment nf pafur81 pemurces; 
I i OFFICE OF ADMINISTRATIVE SERVICES 

270 WASHINGTON ST. S W 

ATLANTA. GEORGIA 30334 ' 3ue F- &mer I / 
COMMISSIONER 1 C4p4) 656-2705 

lames p. Pitfmn 
DIRECTOR 

GAME AND FISH L A W  ENFORCEMENT REGIONAL/DISTRICT OPERATION FILE 

Included are the following documents: 

A. Office General Administrative files 4 

Fiscal and Finance: confirmation: requisition: field purchase 
order: eeimbursement to petty cash: travel expense statement: 
payroll time sheet: toll call certificate; gas and oil record: 
contract shipping order: weekly activity report-Federal: request 
for approval; and other related documents. 

-: inter-office requisition for printed forms; 
surplus property transfer form; inventory change form: transfer 
of equipment: inventory adjustment document; custody receipt 
document: transfer shipping document; report of lost, stolen, damaged, 
or destroyed property: and other related documents. 

Office Personnel: leave request, leave card: job description: report 
of performance; personnel action request! operator's report of 
motor vehicle accident: and other related documents. 

Office Management: official correspondence, memorandums, and other 
communications to or from'a district, regiona1,or the Atlanta office; 
records management documents; and other related documents. 

DISPOSITION: Cut off file each fiscal year: hold in current files 
area 1 year: then destroy. 

Report of State Equipment held by employee file 

DISPOSITION: retain in cfa until equipment is turned into station 

enforcement activities-monthly progress; hunting, fishing, boating 
cases for year: uniform casualty report: motor vehicle accident 
report: drowning and water death report: boating accident report: 
follow-up on prosecution report: radio messages: complaints: stolen 
boat report: accident control report: rangers' weekly vehicle expenses 
radio, activities report: monthly motor expense report: report of 
deer killed: road-deer killed report; pond check request; crop 
damage report, and other related documents. 

DISPOSITION: Cut off file each fiscal year; hold in current files 

B. .Law Enforcement Operation files: law enforcement summary: law 

area 2 yeas; then destroy. * 



I I 

I 
C. Vio la t ion  Report, f i les :  r e p o r t  of n igh t  deer hunting v i o l a t i o n ;  

r e p o r t  of i l l e g a l  f i s h i n g  ( c o a s t ) ;  cases made f o r  month; case 
t i c k e t ;  and r e l a t e d  documents,. 

DISPOSITION: Open Viola t ion  Report f i l e :  r e t a i n  i n  c u r r e n t  
f i l e s  a r ea  u n t i l  f i n a l  r e so lu t ion  of case;  then 
t r a n s f e r  f i l e  t o  Closed Vio la t ion  Report f i l e .  

Closed Vio la t ion  Report f i l e :  c u t  of f  each f i s c a l  
year;  hold 1 year;  then des t roy .  

D. Confiscatdd Equipknent f i l e s :  game and f i s h  r e c e i p t  of property;  
property t ag ;  return-of conf i sca ted  equipment; and related 
documents. 

DISPOSITION: Retain i n  c u r r e n t  f i l e s  a rea  u n t i l  equipment i s  
re turned;  then destroy.  


